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ABSTRACT ' v , 

This gudde is designed to help junior and senior high 
school students acquire basic competeijcies in deily livirc. In 
addition to identifying 13 competencies, the guide explains how 
students can obtain certification in those skills by members of the 
community whose :Jobs require them to be prcficiett in thei. The' 
competencies" include transacting busiress on creoit, maintaining a 
checking account, filing state ar\d federal taxes, budgeting time and 
money effectively, maintaining good physical health, irakirg effective 
use of leisure time, responding to fire a'^nd health emergencies, 
participating in the electoral process, understanding basic structure 
and function^ of local government, explaining perscral legal rights, 
and operating and naintaining an autcucbile. On their own students 
must J.ocate the materials needed to ccaplete each coinpetency, make 
appointments with certifiers, successfully ccaplete the reguirekents 
ot the -competency, and obtain signatores of certifiers, ahe guide 
concludes with a resource list for locating materials needed to 
complete each competency, a sample. chart for schedulirg ccBpletion of 
each competency, a blank schedule, ard a sheet for signatures of 
certifiers. (AV) 
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What Are The Competencies? 



Competencies are important slcills and tasks you should be able to'l . 
perform to function effectively in today's society. Tjiis set of 
materials gives you specific tasks to introduce ydu to .some of the 
major competencies or survival skills for a changing world. You 
will be learning more about these skills all your life. Success 
in these skills will make 'it easier for you to become independent, 
self-reliant, self-confident and legally responsible for your own actions, 

Some of the competencies involve situations you already encounter in 
your daily life. For example, you have had some experience in the area 
of maintaining physical health, so you might choose to demonstrate this 
competency without doing any additional preparation. You need to check 
out how this competency is demonstrated, however, because you will want 
to know the specific activities called for. Other competencies involve 
situations that you have not experienced. You may not have filled out 
income tax forms before, but you will need this skill in the near future. 



One more thing. Some of these competencies ask you^_to invent facts and 
information as if you have had certain 
experiences. For example, you 
may not now own a car. On the 
cpmpetency that assumes you 
do, you are free to take 
•information about the 
car either from a 
friend, your fiimily 
or the car you would 
own if you had one. 
This, is called 
"hypothetical 
information." 
Watch for it. 




ERIC 



Who Evaluates Your Performance? 



Your performance on the competencies will be evaluated or certified 
(remember when this was called "grading"?) by people working in the 
community. We're calling^these people your certifiers. They are - ^ 
people who in their daily work are directly Involved in the issues dealt 
with by. the competencies. We assume that they already have the skills, 
know the tasks and understand the information that you are going to learn, 
from these competencies. It is important to realize that the-certifier$ 
* , are your teachers for the,., 

competencies. All of these people 
should welcome your. questions ,^ You 

^ ^ should feel free to ask them.alTout 

anything that confuses you 
concerning your work^,^^. 




What Do YotfBo? 

Xhe competencies have been selected 

because they represent skills 

important or necessary to live 

successfully in modern society. 

For this reason, you are expected' 

to take most of the initiative in 

1, locating the materials you need 
to complete each competency • - 

2* making appointments with certifiers 

3. planning your time, making and 
keeping appointments and 
arranging your transportation 

4. successfully completing the 
requirements of the competency 

5. obtaining *the signatures of 
certifiers when you have 
completed^ the requirements 
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How Pd You Locate Materisfls? 



All na[rnes,| addresses and telephone numbers of competency certifiers can be listed 
on the "Competehcy Certification" sheet at the back of this workbook. .Materials 
nedessary'for a^ understanding of each .competency can. bp listed in the "Useful 



Resources" sectilon for each competency in this workbook. You should be familiar ' 
with these maternal s before seeing the certifier. After you have thoroughly 
studied the mateh'als, you should arr'ange a meeting with the certifier. If group 
meetings are arranged, be sur^ to let the certifier know how many of you are- 
coming. It is vdry important that you keep the appointments you make. 



\ 




Where Is Competency Certification Recorded? 

Make sure you bring this workbook with you to competency sessions- After 
understanding and completing a competency to the satisfaction of the certifier, 
have the certifier sig.n the "ConipetJ^y Certification" sheet at the back 
of this book. It is your responsibility to be sure the certifier signs 
your workbook in the proper"^ place and enters the date of successful 
completion. It is like making sure your employer signs your paycheck 
if you want to cash itl 
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Planning For Competencies 



First, you must plan your schedule concerning the competencies. A 
sample scheduling chart and blank form are printed on pages 40-41 of 
this workbook. You should estimate how long it will' take -you to 
complete each competency so your schedule, will be convenient for the 
certifier and practical for you. Often you caq work on several 
competencies at the same time if' you doisorfie. careful planning. 
Remember, however, that it is probably impossible to get all the 
competencies completed in a short period of time. Also, don*f 
expect your certifiers to be available at a moment's notice. Like 
you, they haVe many other responsibilities. 

N 

After other students have planned the^V schedules, school staff can 
compile a master list with all the sliudents' names under each 
competency and each student* s schedule for completion. Use the 
master list to advantage to help/you work together, 
plan transportation and arrang^ group 
iheetings, with certifiers. 
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Points To Rememi3er 



\ 

Your performance on the competencies is evaluated by worKjng adults in 
the community. They are experienced in their fields— you should feel 
free to ask them any questions you might have. 



Your schedule is important and should be followed 
closely. It is extremely difficult to finish a 
great number of competencies at one time. It is 
unreasonable to expect that certifiers will be 
able to see you at a^moment'S notice. 





3. It is your responsibility to make and. keep 
appointments with certifiers. For some 
competencies you may need to coordinate with 
other students for group appointments. 



4. 

\ 



If you are unable to keep an appointment with a 
certifier because of some emergency, you must 
^ call the H:ertifier to make new arrangements. 





5. Whenever it is appropriajte, group meetings can be 
arranged for several st(idents and. transportation 
arrangements shared. ^ ■ 



6.' Names, titles and phone numbers of' certifiers 
^ ^ should be listed on the "Competency Certification" 
form in the back of this handbook. 



m 



7. 



Certifiers will sign the "Competency Certification" 
form as you satisfactorily complete each competency. 




The competencies are listed on the following pages. Follow the 
steps below and as yoy start to work on each competency, 'fill in 
"Resources" and "Arrangements" when you get the necessary information* 



STUDENT STEPS FOR CERTIFICATION 



1. Read through the workbook to find out what you need to do and 
where information Qan be found. 0 

2. Plan a schedule for completing all the competencies within your 
time limits. Plan dates for completing each one. Record 
certifier names, titles, business addre^sses' and telephone 
numbers on the "Competency Certification" page of the workbook. 

3. Tell the staff person in charge what your expected completion 
dates are. ' * 

4. Read carefully "What You Do" and "How You Do It— Specific 
Activities" for each competency as you prepare for it. If you 
do not understand clearly what you are expected to do, ask 
someone to explain. 

5. List useful resources on the space provided at the end of each 
competency description. 

5. Study the necessary materials carefully. 

1. Practice the tasks you will have to perform for certification, 

8. Work with other students to plan appointments and transports^tion 
when certifiers prefer to work with groups of students, 

9- Make an appointment with the certifier and l^t the staff person 
in charge know. 

10. ^ Plan transportation carefully so that you are sure to arrive 

on 'time. 

11. Take the workbook with you, do the specific activities to the 
satisfaction of the certifier and have the ^certifier sign on 
the "Competency Certification" page. 

12. See that the competency certificattpn is entered in the master 
records of your program or class*. 

13. Follow steps thrjee through twelve for each competency, trying to 
keep closely to your schedule for completion of your original 
plan. 
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Tra^^^ct Business 
On A Credit Basis 



WHAT YOU DO 



□ 



□ 



Show a thorough knowledge and 
understanding of the terms, 
• conditions 'and interest rates 
that go along with using a bank 
credit. card. 

Satisfactorily complete a standard 
installation contract for a purchase of 
$300 or more and compute the cost to^you 
in interest if you pay it in one year. 



HOW YOU DO IT-SPECIFIC ACTIVITIES , 

1. Explain to the satisfaction of a 
certifier the terms and conditions 
of the bank's credit* card, including 
credit limits and interest charges.. 

2. ' When presented with hypothetical or real 

information about your income and' current 
debts, complete an installment contract 
to the satisfaction of a certifier. 



RESOURCES YOU USE 

A. Certifier : 

B. Material s> See resources list ingthe-back^of this workbook. 
Materials must be studijed beforeSeeting with the certifier. 




ARRANGEMENTS YOU MAKE 
Activity 1 

Your schedule for completion: 
Appointment with certifier: 
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Number of students participating: 



, Trans portati on : 



Activity 2 

Your schedule for completion: 
Appointment with certikier: 



Number of students participating: 



Trans por ta ti on : 



I JL RESOURCES AND GENERAL NOTES 



Maintain A Checking Account 



' -WHAT YOU DO • . • 

□Follow the specified procedures for opening 
an account at" a fcommercial banjc. 

I j Balance a checkbook and reconcile t^e 
' — ' check register, canceled checks ^and 
bank statement. 



HOW YOU, DO IT--SPECIfIC ACTIVITIES 

ll ' Make an application for opening a 

checking account to the satisfaction 
* of a certifier. 

2. Demonstrate to the satisfaction of. the 
person to whom you pay the money the 
ability to write a check- 
s' Demonstrate a basic understanding of 
checking account procedures to the 
satisfaction of a certifier- 



RESOURCES YOU USE 
A- Certifier : . 

B. Materials : See; resources list in the back of this workbopk. 
Materials must 'be studied before meeting with the .certifier. 



ARRANGEMENTS YOU MAKE 
Activity 1 

Your schedule for ccii^letion: 




Appgintment with certifier: 



ERLC 



10 



13 ? 



Nuirber of students participating: ' 



Your schedule for completion: 
Appointment with certi^er: 
Nunber of students participating: 
Trans poftation: 

Activity 3 : 

Your schedule for completion: 

t r • 

\ 

Appointment with certifier: 
Number of students participating: 
Trans porta tion : 



USEFUL RES0URCE5.AND GENERAL NOTES 





Activity 2 - 
<r — — — 
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r 1 Provide Adequate Insurance For Yourself, 
L J Family And Possessions 



WHAT YOU DO 



□ 

□ 

□ 
□ 



.Decide to your satisfaction if 
regular insurance or some 
alternative insurance better fits 
your needs. 

Select an appropriate life 
insurance plan or outline your 
alternative insurance plan to a 
certifier. 

Select an appropriate health 
insurance pi ah. 

Select appropriate automobile and 
property insurance plans. % 




HOW YOU DO IT-SPECIFIC ACTIVITIES 

1. Given hypothetical information about 
family members, possessions, income 
and age,^ explain the conditions^ of 
the plan for each category of 
insurance (health, life, automobile 
and property insurance plans\ to the 
satisfaction of an insurance agerrt. 

OR 



Given the same information as above, explain the conditions of your 
alternative insurance to the satisfaction of a certifier who does 
not have regular insurance. 



RESOURCES YOU USE 

A. Certifier : 

B. Materials : See resources list in the back of this workbook. 
Materials must be studied before meeting. with the certifier. 



12 



15- 



"ARRANGEMENTS YOU MAKE 
Activity 1 

Your schedule for completion: 

1 

Appointment with certifier: 
Number of students participating: 

.... ■ - I .. 

Trans porta tion : 

USEFUL RESOURCES- AND GENERAL NOTES 



File State And/Or 
Federal Taxes 



WHAT YOU DO 

j~j Complote. a W'2 wfthholdirtg form, 
I I Complete a state income tax fonti, 

□Complete long and short federal 
income >tax forms. 

.HOW YOU. bo iT4-sP£cinc activities' 

1. Given hypothetical information on' 

Income, o^ccupation, interest payments, 
family deeiuctioris, property and age,^* 
complete the required tax forms to 
/the satisfacjtion of an income tax 
official. If you have a job, use 
your ownn'nformation for all of the 
required forms except the long 
federal form. 

RESOURCES YPU USE 

A. Certifier : , 

X 

B. Materials :' See resources list jnthe 
back of this workbook. Materials 
must be studied before meeting with - 
the certifier. 




ARRANGEMENTS YOU MAKE 
Activity 1 

Your schedule for completion: 



Appointment with certifier*i 
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Nunter of students participating: 



Transportation ; 



USEFUL RESOURCES. AND GENERAL NOTES 
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Budget Time^ And 
Money Effectively 



WHAT YOU 00 



an a one-week schedule of a'ctivities. 



pT| -Plan a household budget. 
HOW YOU DO IT-SPECIFIC ACTIVITIES 



1. .Plan, carry out and record a schedule - 

forsa period of seven da^ys. The plan 
musf^'include all activities you do, and 
the record you keep must be completed 
to th& satisf^^ion of the certifier. 

2. Using your own family and household 
"for basic information or using - 

hypothetical data, plan a budget 
■for three months- to the satisfaction 
of a certifier. You must know 
about gross and net income and have 
these-facts incorporate/i in the family 
and household budget before meeting with 
the certifier. 




RESOURCES YOU USE- 

I A. . Certifier : ' , 

B. Materials : See resources list in the back of this workbook. 
Materials must be studied before meeting with the certifier. 



ARRANGEMENTS YOU MAKE 

s. 

Activity 1 

your schedule for completion: 



Appointment with' certifier: 
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Hvxnber of students participating; 



Transportation ; 



Activity 2 

Your schedule for completion: ^ 
^ ^ ^ Appointment with certifier: 



Number of students participating; 



Transportation i 



USEFUL RESOURCES AND GENERAL NOTES 
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Maintain Good Physical Health And 
Make Effective Use Of Leisure Time 



WHAT YOU DO 



□ 



Develop and follow a 
fitness program that 
suits your physical needs. 

Participate in activities that 
. are recreational to you, - 



- HOW YOU DO IT— SPECIFIC ACTIVITIES 



1. 



Given an assessment' of your 
physical needs by a qualified 
person, identify your health and 
recreation needs: for example, 
weight reduction or gain, increased 
strength and endurance and recreational 
use of time. Based on this physical 
profile, develop a physical fitness and 
recreational program leading to improvement 
in the areas you have identified. 

Select two activities in which, to participate 
over a period of three months'. Outline the 
, plan and when you are done turn in a report of 
^ J:he activities. 




RE&RCES YOU USE 
A. Certifier: 



B. Materials : .See resources list in the back of this workbook. 
Materials must be studied before meeting with the certifier, 

ARRANGEMENTS YOU MAKE 

c 

Activity 1 

Your schedule for completion: 
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Appolhtiaant with certifier: 

4. 

\ 

Nwober of students participating: 
Transportation : 
Activity 2 

Your schedule, for completion: 
Appoirttment with certifier: 
Nuniber of students participating: 
Transportation : 

USEFUL RESOURCES AND GENERAL NOTES 



t 



Respond , Appropriately To Fire, 
Police And Phys-':al 
Health Emergencies 



WHAT YOU DO 



□ 



□ 



□ 



Denx)nstrate-a knowledge of 
fire prevention and 
effecti'Ve action in 
fire emergencies. 



Show a knowledge of 
procedures^if you had 
to aQt; in an emergency 
situation. 

Pass a basic' first 
aid test. 




HOW YOU DO IT-SPECIFIC 
ACTIVITIES 

1. Outline emergency 
-fire procedures to the satisfaction Sf a certifier. 

2. Explain to the satisfaction of a certifier appropriate action that 
- >ou could take in at least five emergency situations. 

3. Participate in a first aid class or seminar. 



RESOURCES YOU USE 

A. Certifier : 

B. Materials : See resources list in the back of this workbook. 
Materials must be studied before meeting with the certifier. 



ARRANGEMENTS YOU MAKE 
Activity 1 

your schedule for completion: 



Appointment with certifier: 
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Number of students participating : 

Transportation: 

Activity 2 

your schedule for completion: 

) 

Appointment with certifier:- 
Number of students participating: 
Transportation : 

Activity 3 

Your schedule for completion: 
Appointment with certifier: 

Number of students participating: 

•• * 

Transportation: 

USEFUL RESOURCES m6 GENERAL NOTES 
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Participate In The 
Electoral Process 



WHAT YOU DO 



□ 
□ 



Complete a\oter registration form and 
complete local, state andPfederal 
ballots. 

Show an understanding of the issues 
involved in a ballot measure. 



□Demonstrate an understanding of the 
process involved in the resolution 
of 111 issue in your life and activities. 



HOW YOU DO IT--SPECIFIC ACTIVITIES 

1. ^ Given hypothetical information about 

age, occupation and residence plus 
information about candidates, cornplete 
the registration and ballot forms to 
the satisfaction of a certifier. 

2. Given two kinds of ballot measures, 
discuss your analysis of the pros and 
cons to the satisfaction of the< 
certifier. 

3. Select an issue in your community or 
school and explain your position on 
that issue to the satisfaction of 

a certifier. 




RESOURCES YOU USE , , ^ • 

A. Certifier : 

B. Materials : See resources list in the back of this v/orkbook'. 
is very important that you study the ballot measures before 
attempting to be certified. 



It 



ARRANGEMENTS YOU MAKE 
Activity 1 

Yoxir schedule for completion: 
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Appointment with cer.tifiei:: 
Number of students participating: 
Tranpporta tion: 
Activity 2 

J 

Your schedule for completion: 
Appointment with certifier: 
Number of students participating: 

4 

Trans por ta tion: 
Activity 3 

Your schedule for completion: 
Appointment with certifier: 
Number of students participating: 
Transpqrta tim . 

USEFUL RESOURCES AND GENERAL NOTES 




Understand The Basic 
Stftjcture And Function 
Of Local Government 



WHAT YOU DO 



□ 

□ 
□ 



Show an understanding of the, job, 
duties, obligations and ^authority of 
elected and appointed officials. , 

Explain ways in which you can hold an 
official accountable. 

Show an understanding of the effects of 
lobbying practices by interest groups and 
individuals. 
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HOW YOU DO IT-SPECIFIC ACTIVITIES 

■ 1. Observe the legislative and executive 
functions of local government in 
operation by attending* a city. council 
meeting. 

2- Select a person .from each of the 

legislative and executive branches of 
local government and explain that 
person's role and responsibilities to 
the satisfaction of that official. 



Select an issue in which, lobbyj'ng efforts 
were clearly involved and explain tfie 
effects of the lobbying effortk to the 
satisfaction of a professtonaf special interest ^pbbyis't. 

« \ « 

Explain, to the satisfaction of your certifier, a variet-y of 
ways that you can hold officials accountable, .including l^e-election, 
recall and direct pressure. 




RESOURCES • 

A. • Certifier : - " 

B» Materials : See resources list in the back of this workbook. You 
must study the materials before meeting with a representative from 
the legislative and executive branches. Certifiers for this 
competency will probably, want to meet with groups of stud6nts. 
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ARRANGEMENTS YOU MAKE 
^ Activity 1 

your schedule for completion: 
Appointment with certifier: 
Number of students participating : 
Transportation: 

Activity 2 i . 

Your schedule for completion: 

Appointment with certifier: 

Number of students pa£ticipating: 

^ Transportation: 

Activity 3 

Your schedule for canpletion: 
Appointment with certifier: 



Nwrber of students participating: 
^ Trails porta ti on : 

Activity 4 

Your schedule for completion: 
Appointment with certifier: 
Number of students participating: 
Trans porta ti on: 

.USEFUL RESOURCES AND GENERAL NOTES 
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Explain Personal Legal Rights 



WHAT. YOU. DO 



□ 
□ 



□ 



Show a practical knowledge of the basic 
Constitutional guarantees. 

Explain your procedural rights (due 
^^process), ways you can claim them 
and limitations to individuals* 
abilities to claim them. 

Show an understanding of consumer 
rights and use, of consumer 
protection agencies. 



HOW YOU DO IT— SPECIFIC ACTIVITIES. 

1, Explai^n* to .a certifier the various 

rights guaranteed by the Constitution, 

2- Explain to a Legal .Aid liawyer the ways 
in which rights can be unequally 
interpreted for the poor and the 
rich and how people can protect 
themselves against such 
inequitable treatment, 

3, , Given information on consumer 

'abuse, explain consumer protection laws 
and .the use of consumer protection agencies to the 
satisfaction of a representative of a consumer protection agency. 
Try to draw from your own experiences as a consumer. 
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RESOURCES YOU USE 
A. Certifier: 



B. 



Materials : See resources list in the back of this workbook. 
You must study the materials before meeting with the certifiers. 
This is extremely important. 



ARRANGEMENTS YOU MAKE 
Activity 1 

your schedule for completion: 
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Appointmsnt with certifier: , 



dumber of students participating: 

5 



Tr^nsporta tion : ^ 



Activity 2 

Your schedule for completion: 



Appointment with certifier: 
Nwrber of students participating: 



Transportation : 



Activity 3 ^ 

Your schedtzle foh completion: 
Appointmen t with*^certifier : 



Nmi>er of students participating: 

i 



Ttansporta tion : 



USEFUL RESOURCES AND GENERAL NOTES 



Make Appropriate Use 
Of Public Agencies 



WHAT YOU DO 



□ 
□ 

□ 



Complete application to the 
Federal Insurance Contribution Act 
(PICA), which provides Social 
Security. 

Show an understanding of benefits 
available from public agencies. 

Survey public information available 
through'' local government agencies. 

Demonstrate effective 'tactics for easy 
and successful use of public agencies. 
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HOW YOU DO IT-SPECIFIC ACTIVITIES ^ : 

1. • Make an application for and secure a 

Social Security Card. 

2. Using information either hypothetical 
or from a person you know> complete ^ 

• application for Unemployment 
' Compensation. 

3. Using information available\at the 
county courthouse, list the following 
information about your present place of residence: 

a. assessed vaTuatioij^ 

b^ property tax amounts by category of allocation 

c. / zone designation 

d. .type of sewer service 

e. all assessments against that property (sewer, street, 
lighting, fire district, water district, roads, etc.) 

f. monthly payments or rent - " • 

. g. legal rights for the tenant, if rented property 

4* Contact a public agency to obtain some information or services and 
keep a record of the steps you go through (actions,^ names, titles 
and phone numbers of contact peop^le; run-arounds if any; etc.) 
in order to obtain the^ information or services desired." Discuss 
procedures for contacting public agencies with a representative of 
a citizens' group such as the League of Women Voters. 
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RESOURCES YOU USE ' 

A. Certifier ; 

B. Materials; Se,e resources list in the back of^'this workbook 



ARRANGEMENTS YOU MAKE 
Activity 1 

Your schedule for completion: 
Apppintment.with certifier: 
'^V i^Umber of student^/ participating: 
Transportation: 

Activity ?. 

Your s^edule for completion: 
Appointment with certifier: 
Nurrter of students participating: 
Transportati cn : 
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Activity 3 

i 

Your schedule, for completion: 

• Appointment with certifier: 

\ 

Itfumber of students participating; 

■i 

Xxransporta tion J 
Activity 4 

Your schedule for completion: 



Appointment with certifier:. 



Number of students participating: 



Transporta ti on : 



USEFUL RESOURCES AHD GENERAL NOTES 



CI 



Make Application For Employment 
And Successfully Hold A Job 



WHAT YOU DO 

□Go through the steps to obtain a 
. job; . 1 

[ j . Either obtain the job or reSearch^ 
• — ' the job characteristifcs that 

would directly affect an employee- 



HOW YOU DO IT-SPECIFIC ACTIVITIES 

1. , Read classified employment ads or 

register with the State Employment 
Office and* use their listings; 
choose at least one job, prepare 
a resume, make application and 
have an interview for the job. 

2. Either obtain the job and work for 
a specified period of time, or 
explain to the certifier details 
about the job such as salary, hours, 
fringe benefits, vacation and 
holidays*, dress regulations and job duties. . If you already hold 
a job, that will satisfy the requirements for this competency. 
Have your employer sign the Competency Certification form. 




RESOOto YOU USE 
Ar Certifier : 

B, Materials : See resources list in the back of t'lis workbook. 
ARRANGEMENTS YOU M^KE 

You will be responsible for contacting an employer and you must obtain 
certification from the employer. 

Activity 1 

i 

Your schedule for completion: 
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Appointment with certifier: 
« 

Nuinber of students participating: 

Transportation: 

Actjvity 2 

Your schedule for completion: 

Appointment with certifier: 
* 

Number of students participating: 
Transportation: 

- USEFUL RESOURCES AND GENERAL-NOTES 



I. 
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Operate An^d Maintain 
An Automobile 



WHAT YOU DO 



□ 
□ 
□ 
□ 



Get both a learner's permit and a 
driver* license. 

Outline'*the essential elements of an 
automobile maintenance program.- 

Outline, safety and defensive driving 
techniques. 

Itemize auto expenses and compare 
them with the expense of using 
public transportation* 




HOW YOU DO IT--SPECrFIC ACTIVITIES 

1 . Either .jpass the state written 'and 
driving tests, to the^^satisfaction 

' I of a Motor Vehicle Division examiner 
f and get a dfriving permit and license, 
or^ou parent request, pass the written 
portion only. 

2. Develop a maintenance program. for 'an 
automobile to the satisfaction of an 
automobile mechanic. Change a tire, 
replace a fuse and describe winterizing 
techniques. 

3. * Demonstrate defensive^ driving techniques to the satisfaction of- a 

driver training instructor. '{If you select option two of 
Activity 1 above, a verbal explanation is acceptable.) 

4. Describe to the sail sf action of a certifier emergency techniques 
if an auto stalls on a freeway. 

5. / List to the satisfaction of the certifier all the costs of 

purchasing, insuring and maintaining, an automobile for one year. 
Include interest, maintenance and 'depireciati on- costs. Compare 
these costs to the exper\se of using public transportation for one 
year. 



5l|Si 
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RESOURCES YOU USE 
. , A, Certifier : 

B,. Materials : See resources list in the back of this workbook- 

ARRANGEMENTS YOU MAKE 
Activity 1 

your schedxxle for completion: 
^ Appointment with certifier: 

Nuniber of students participating: 

Transportation: ' ^ . r- 

Activity 2 
* your schedule for completion: 

f 

Appointment with certifier: 

■* « 

Number of students participating: 
Tran spor ta ti on : 
Activity 3 

Your schedule for completion; 



' Appointment with certxfi&r: 

Number of students participating: 

/Transportation: 
* 

Activity 4 

your schedule for completion: 
Appointment with certifier: 
Number of students participating: 

Transportations— — ~ / 

Activity 5 

Your schedule for completion: 



'^Appointment with certifier: 



Number of students participating: 



Transporta tion : 



USEFUL RESOURCES AND GENERAL NOTES 
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Suggested Resources For Competencies 



Please contact school staff coordinating the competencies for 
assistance if you have difficulty locating any of the resources 
listed belcM. 

^. Transact business on a credit basis* 



Suggested Materials 

books on credit 

responsibilities and tise 
credit card requirements 

and applications 
sanple contracts from various 
, stores 

federal 2md state laws on 
creditr ^interest, 
' bauikruptcy, contracts, 
minors f etc* 

2. Maintain a checking account* 

Suggested Materials 

books on managing personal 
income 

saunple checking account:s 



Agencies to Contact 

local bajik^ and crpdirt unions 
d^t consolidatdon agencies 
consumer protection groyps 

emd agencies 
state legislators 



Agencies to Contact 
Ipcal banks 



•3* * Provide adequate insurance for yourself, your family and possession 



Suggested Materials 

books on general 

recordkeeping 
insur2mce brochures 
sample .insurance policies 

of various kinds 
state laws pertaining to 

insurance- 

4; File state and/or federal taxes* 

Suggested Materials ' 

tax forms' emd instruction 

bpoklets 
simulated tax problems 



Agencies" to Contact 

local . instiran£e agencies 
state insurance division 



Agencieis to Contact 

state and federal tax agencies 
private tax consultants 



s 
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Budget time and money effectively. 



Suggested Materials 

bCK)ks on general 
recordkeeping 
bookp on financing 
pamphlets on budgeting and 
' planning 



^ Agehcies to Contact * 

y'^^ocail ediication agencies (e.g., 
( home economics department) 

local banks 



Maintain good physical health and make effective use of leisure time. 



Suggested Materials 

booklets on various physical 

activities 
books on health, exercise, , 

diet and fitness 



Agencies to Contact 

state and local park services 
physical education departments of 
local schools 'and colleges 



Respond* appropriately^to fire, police and physical health emergencies 



Suggested Materials 

books on first aid 
pampKlets on emergency 



procedures 
Participate in the electoral process. 



Agencies to. Contact 

police, fire emd health (mental 
and physical) emergency agencies 



Suggested Materials 

voters* paitphlets 
sanple ballots ' 
voter registration forms 
federal, state and local 
election laws 



Agencies to Contact ^ . 

voters' groups , • . 
federal, state and local - 

government representatives 
lobbying groijps 
county elections office 



Understand the basic structure and function' of^local government. 



Suggested Materials 

city and county charters 
state constitution 
booklets on judicial system, 

lobbying and youth roles 
updates on constitutional 

ainendments and local 
'Ordinances 
local newspapers 
books on government 



Agencies to. Contact 

state, county and local 
• governing \bodies 
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10, Explain t)e;sonal legal rights. 



Suggested ^4aterials 




and law 



pamphlets on yc 
U.S. Constitution 
state constitution 
warranties and guarantees 
booklets on consumer protection * 
HEW regulations on rights of 
students 

11. Make appropriate use of public agencies. 



' Agencies to Contact 

consumer protection agencies 
local law enforcement' agencies 
federal, state and local 

government representatives 



^ Agencies to Contact 

public agencies (cit 
state, federal) 



county, 



12, 



Suggested Materials 

booklets on Social Security, 

Wei fare , Unemployment 

Insurance , etc . \ 
sample forms for various. 

agencies 

'Make application for employment and successfully hold a job. 



Suggested Materials 

various job applications 
booklets on job finding 
sample resum<5s 
information on Unemployment 

Insurance 
sample agreements from private 

employment firms 



Agencies to Contact 

local employment agencies 
private employment firms 
employment directors of businesses 
and agencies 



13. Operate and maintain an automobile. 



Suggested Materials 

auto consumer report 
state motor vehicle laws 
service manuals 
drivers' manuals 



Agencies to Contact 

motor vehicle departments 
auto sales and service shops 
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Sample Competencies Scheduling Chart / 

Here'js how to complete your competencies schedule (page, 41); 

List all competencies and the nunbcr of activities in each in the left-hand columrts. Enter in the proper monthly colunns the 
date you plan to stajrt working on each' competency and the date you intend to cotnplete each. Reneinbor: you can work on the 
c<xnpetencies in any order yoiy choose. Keep your schedule current by changing the dates when necessary. When all activities 
of a comjxitency have been certified, enter completion date in the right-^hand colunui. 
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• ■ ; •■ ' INSTRUCTIONS ' - ■■ 

1. Print in ink or type' the name, title, business address and telephone number of each certifier specified for the 
competencies. This information should be on file in your school or program. ■ 

2. When you satisfactorily complete a competency the certifier(s) should sign the certification- sheet and fill 
in the date* 

'3, Keep the sheet as VOUr record of mmnlptinn n-f tho mmnofonr-ioe 


COMP* 


CERTIFIER'S NAME (PRINT) 


CERTIFIER'S SIGNATURE 


/ATE , 


TITLE AND BUSINESS ADDRESS 


PHONE' NO. 
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COMP. 
NO. 


CERTIFIER'S NAME (PRINT) 


CERTIFIER'S SIGNATURE ' 


DATE 


TITLE A(JD BUSINESS ADDRESS 


PHONE NO. 






/ ■ 
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